APPLICATION FOR RECORDS RETENTION SCHEDULE |  OFFICEOF THE SECRETARY OF STATE
RECORGS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—=RM-—1 for instructions on completing this form' Forward signed original to

Department of Archives and History, Records Management Dmsron. 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Addrnss S FOR RECORDS MANAGEMENT USE
Agpiication Dete Department of Education . L Appiication Number
Office of Instructional Ser'mrices 6 3 2'5
Applicstion Numbes Division of Instructional’ Media Sewicef Dets Compieted
2054 Twin Towers East 2
—/gi —!Qgga_l_g_gg;xrn‘ln 30334 L DEC 2 O 1982 lrj'i .
2. Person to Contact Working Title Telephone Number
Pat Coock Secy/Typist Sr. 656-5945 :
3. Action Requested

8. [ Estabiisn Retention Schadule; record will continue to accumulate.
b. {1 Dispose of present accumulation; no further accumulation anticipsted.
| ¢ [) Amend ApplicationNe. _____________ Check One: O Change; O Supercede: O Void

4, Dates of Series 5. Records Serins Title (foliowed by titie used in office; if different)
Earliest Latest

1975 1 Present

Instructional Media Services Division Planning Files

8. Division and Office Function What is the function of the Division and the Office in which this record serias is created?

This division is responsible for the weekly daytime instructional
prograrmnlng of the Georgia Public Television Network; development, product and distribution
of media products; media field services to local systems in media program development;
field engineering services; services of the film and audio-tape’ libraries;

and the develop-
ment and management of special projects related to media.

7. Record Series Description This file contains the followmg documents finclude form numbsrs snd tit/es, if any):
Attach samples of the file.

Documents relating to: Planning for future of division, diréction media should take in state.

Included are: Drafts and projections of activities for future, studies of feasibility,
correspondence related to acceptance of plans. -

File is arranged:

Chronologically by year, thereunder alphabetically of plan for specific
activities S T o : .-
8. Monthly Reference Rats How often are records referred to which are:

- Onetosixmonthsold ___6 ____; Seven to twelve months old _6_..__... Thirteen to twenty-four months oid__S.. _;
. twenty—Fve monthsandolder__ 6 ?

9. Annual the of Accumulation of Romrds

Letter-size drawers ; Legal-size drawm :Sﬁgivas R — ; Other (specity) . 1 /4"
AR-50-71; n{.qu__' e e = . Overt
- - = ,- - R = - o N . =




Attach copy or excerpt of laws or regutations. Explain admi_nistrative need.

Administrative Office reference needs

YES | NO_| 10. Questionnaira _{Place an X" in the proper column) 1 _
X a. Is this the official copy of the series? )
= If not, where ig it? :
% b. Does the series contzin confidential information requiring security handling? If yes, cite law or regutation.
_ _ : : ;
X ¢. ls this & vital record?
X d. Does this series have historical o long term research vaive?
¢. When one or two documents in the file make ﬁmwmhepm entire ﬁlefornonqpenod eoutdthese
wﬂmmm
g ls ﬂ\e %formauon contained in this series ever mlyzsd and!or racorded ins mmanud report?
If ves, atiach cooy,
h. s there & duplication of this series in yo-.r affice, or in another office or qpncy?
)t yes, where?
X = be this sar; . N : e "
X 1 i Doesthe record series result in a comouter printout?
11. Retention Requirements The foilowing requires the series to be kept:
&, Swte Law years, 4. Audit period ' years.
b. Statute of limitation years, e. Administrative need 5 years.
c. Federal law years, f. Federal retention instructions years.

12 Anomvedrbispoﬁtionlnttmctions mtsamnwmmmn&mnﬂbfhnrmshmtotfatﬂumdofnd'l: 7
D Colendar Year: O Fiscal vear; O Other then,

syl Hold in the current files area _ nmﬂz(s!+vwkl:dm
O Transfer to locat holding area, hold . ywar(s); then
O Transfer to State Records Center;hold _________ year(s); then
B Destroy.
A3 Transfer to State Archives for permanent retention.
O Other (Specify)

Thesa instructions apply to all prior and future sccumutations of the series,

Records Management Officer {Signature) : Date

- State Racofds Committes (Signature) Date

__Date '
/5?/7/5712 Walban X d&nm—-—n.j,M,Cf/wb\/ )1/17'/97_
T4 M

Recommendations in para- ' .
graph 12 are approved. State Auditor/Desig T/M-v—wé{Z-—rﬂL [11-%3

(it dimpproved, attach letter
of explanation.) etary of State/Designes M M""" ‘/ & / €3

Attorney General/Designee 4/ — N A-E z
AR-50—71; Rav, 76 ~ (Reverss Side) -




